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Introduction

Welcome to the BTEC Handbook!

This has been produced by St Robert of Newminster RC School &
Sixth Form College staff to support all students who are studying
towards a BTEC qualification in Years 10-13.

It is designed to help you understand what is involved in your
BTEC course and provide you with information to help you be
successful in completing it. It will also include a number of
important links to other documents and websites where you will
find further useful information.

It is important to remember however that your teachers and course
leaders remain the best people to answer any queries you have if
you are not able to find the answer within this handbook.

Good luck with your chosen BTEC and we hope you enjoy the
course(s) you are studying!




What we expect of you

Your BTEC course will be different in some ways to the rest of your
subjects, although it will be the same in other ways.

We expect good attendance at and punctuality to lessons.

We expect you to be able to follow the school behaviour
expectations.

We expect you to contribute positively in lessons.
We expect you at times to work outside of lessons.

We expect you to ask for help if you are confused or if you
are struggling to complete work to a deadline you have been
set.

We expect you to hand in work that is organised and neatly
presented and can be easily identified as your own work.




What you can expect from us

All staff who teach BTEC courses will do their very best to provide
you with high quality teaching and learning experiences.

They will also make the experience as relevant to the particular
sector you are studying as possible. This will include using links
where possible with people and organisations within the relevant
industry.

All staff will support your progress in class and where possible will
provide additional support outside of lesson time.

Any coursework that you submit will be marked and assessed
within a reasonable time. Staff will also give you the opportunity to
improve and upgrade your work if you are keen to do so or if your
work has not yet achieved a Pass grade.

All BTEC Students will be registered at Edexcel by the school
examination officer Mrs Reid.

All BTEC final grades will be released to students on GCSE and
GCE results days.




Course structure and assessment
plans

All BTEC courses are based on coursework, there are no exams.
You will complete a number of assignment projects. Each one is
part of the overall qualification and you will be required to complete
all of them to pass the course.

For a BTEC Level 2 Certificate (15 credits) in Sport you will
study 1 mandatory units followed by one specialist unit (5
credits) that provide for a combined total of 15 credits.

For BTEC Level 2 Diploma (60 credits) in Business you will
study 4 mandatory units plus optional units that provide for a
combined total of 60 credits.

For BTEC Level 3 Certificate (30 Credits) in Business you will
study 2 mandatory units plus 1 optional unit that provide for a
combined total of 30 credits.

Each BTEC will usually be taught by a specialist subject teacher.

Each unit will be based on a different topic related to the course.
The detail of each unit can be found in the course specification.
There is a link to the different specifications later in this handbook.

Each course is organised at the start of the year so that there is a
clear order to the units that you complete. Each BTEC course is
unique, therefore Course Leaders will outline this to you.




Unit structure and Assessment

Most Units are structured the same and will be explained below. A
unit is always based on a particular topic or area of the subject.
You will not only learn about the topic but you will be expected to
produce a project based around the topic.

This is a guide as to how
long the unit will take to
complete Vi

/

This is the Unit number and title

Aim and purpose

The aim of this unit 5 1o enable learners to understand the nature of buziness organsations and the business
emdrcnment i which they operate. Leamers will do this by looking at the range of organisations that exist
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Learners will look at the changing patterns in the business emvironmment and the reasons for these changes
Businesses nesd to be flzable and responsive to the changes in the business ermvironment if they are to
survive and succeed.

Learning outcomes
On completion of this unit a leamer should:
Linderstand the purpose and cwnership of business

Lnderstand the business cont=xt in wihech organisabons cperate.

This is a brief summary of what the unit is This is the key learning that
about will take place




Unit content

Understand the purpose and ownership of business

rofit, free. at cost, for sale below cost

Soake: local; regional; natonal; European and global organisabons
Classification: primary (eg farming, forestry, fishang,
enginesnng, construct

veluntaryfrot-for-profit senvices)

extracton/mining); secondary {eg manufactunng,

v (=g private service industries, local and natonal public seraces,

Understand the business context in which erganisations operate

Roie of government: European; nationak; local; growth, full employment: inflation/deflabon; surpluses;
competiv =qualiny

nment charoohershics: markets; trends (employment, ncome, growth); relatve growth/dedine
by sector: dedine of primarny and secondary industnies; growih of terbany serice industries; legal famewor i

This now outlines the detail of what you will learn for each area of
the unit. You will learn about all of the key terms and ideas that
are listed here. You may have to include some of this learning in
your assignment/project

Assessment and grading criteria

In order o pass thes wnd, the ewdence that the leamer presents Sor assessmernt needs to densonsirats that
ey can mest all the learning outcomes for the wunt The gEssssment oritena for 2 pass grade describe the
level of achsswvennent required o pass This wns

This outline assessment and grading criteria.

The above grid will be used to produce an assignment or set of
assignments for the unit. In this assignment you will be given a
situation, a role and a set of tasks to complete. These tasks may
include written work, research, oral or ICT presentation work,
working as an individual or in teams.




The assignment will ask you to produce evidence for each of the
statements listed in the Pass criteria column. These statements
are linked back to the Unit content explained on the previous page.
You must complete all of these to pass the unit.

Assignment Example

Task 5

5

3 B ) . R
BTEC National Diploma in o
Business T

Unit 1 - The Business Environment # A description of the political, legal and social factors that
impact on the business activities of your two selected
Assignment 5 organisations and their stakeholders.
Date issued - Monday 224 November 2010 o Select three influences from each factor and

You should continue to develop the article you started in Task 1.4
with the following.

describe their impact on both organisations.

Interim submission date - Wednesday 24™ November 2010 o Each influence should be researched from the point

Final submission date - Friday 26 November 2010 of view of both countries.

o Business activities are any activities carried out by
the erganisation to achieve its purposes, e.g.
recruitment, transport costs, designing a product,

promotion etc.

Note: This assignment only covers some of the grading criteria and
must be completed along with assignments 1, 2, 3 and 4 before a
grade can be awarded for this unit.

Scenario ® Select at least three business activities from those you
identified. Analyse how each of these has changed because
of political, legal and social aspects of the business
environment.

You have just been employed as an article writer for a new business
magazine that is to be launched in the next few weeks.

This assignment will allow you to meet the following criteria for Unit ® For each paragraph develop one point by stating why the
L activity has changed, for example, ‘Minimum wage laws
have increased the cost of hiring staff at Marks &

¢ P6 - Describe how political, legal and social factors
Spencer’. How and why has this affected the organisation?

are impacting upon the business activities of the
selected organisations and their stakeholders

* M3 ‘4"“{)’59 how political, IEQQIQ'deOCfﬂ'f‘mef’S ® Choose one of the two organisations looked at in this part of
have impacted on the two cﬂntrﬂsh.ng orgam:mhﬂns the assignment. List the aims and objectives of your

s D2 - Evaluate how future changes in economic, organisation.
political, legal and social factors, may impacton the
strategy of a specified organisation

If you are successful in completing all the evidence for the Pass
criteria you may attempt these activities which will help you to gain
a higher grade. There is often a link between these statements
and those for the Pass criteria (for example here between P6, M3
and D2)




Assessment Feedback

All your work is assessed internally by your teachers. They will feedback
to you on how you have done and whether you have met the Pass criteria
(see previous page) and on any Merit or Distinction criteria you may have
attempted using an Assessment Feedback Sheet.

Final Submission

Date submitted:

Criteria Met/ Assessor Comment IV Comment
Mot Met

P6

M3

D2

Learner
Feedback

Aszessor SIENatUTE v v i s s s
RS T S e —

I ——
This will give you a permanent record of what you still need to do. It will also
tell you what you have completed so far. It may be for example that you have
completed all the Pass work but have not yet achieved the Merit work.

You will then be given the opportunity to improve your work using the feedback
you have been given to help you.

Based on your previous work and the target grade you have been set by your
teacher, you should then have a good idea of what you still need to do for this

piece of work.

After you have attempted the work for a second time it will be reassessed and
you will receive feedback again. This process will continue beyond this




depending upon your target grade and in line with the re-submission policy
which is explained later.




Target Setting

The school will set you a target grade for the BTEC course you are
studying. This will help you to self-assess your progress throughout each
unit of work. You may be asked to improve your work to try to achieve
your target grade.

Remember that your final BTEC grade of Pass, Merit or Distinction is
based on different pieces of coursework so it is important that you do your
best on every one.

As well as getting specific feedback on your coursework after you have
handed it in and it has been marked, you will also receive some more
general targets when your target grade is set near the start of each Unit.




Internal Verification

All the assignment work that you complete is marked by your
teachers. However to make sure that it is being marked correctly
and consistently across all students some of the work is then
checked by other teachers in the department.

This process is known as Internal Verification. This is the system
used to ensure that the correct standards are being met by you
and by the teachers assessing it.

During the course of the year some samples of work may also be
sent to someone outside of the school who will also check the work
and the assessment carried out in school. This is known as
External Verification and is again another quality check.

These processes should make no differences to you and your work
and you should continue to work hard to meet deadlines and
produce the work you have been asked to. If you have any
concerns about the decision that you teacher has made when
marking and assessing your work then you should refer to the
Appeals Policy, details of which are included in the Policies section
of this Handbook.




Grading

At the end of the course you will receive an overall grade based on
all the units you have completed. This will take into account the
individual scores you achieved for each unit.

Different systems are used to work out the overall grade for BTEC

courses.
For a BTEC level 2 Certificate Unit
If you achieve a Pass overall you will score : 5 points
If you achieve a Merit overall you will score : 6 points
If you score a Distinction overall you will score : 7 points
For a BTEC level 3 Certificate Unit
If you achieve a Pass overall you will score : 7 points
If you achieve a Merit overall you will score : 8 points
If you score a Distinction overall you will score : 9 points

To calculate the overall grade you must achieve the following
points scores:-

BTEC Level 2 Certificate 8554 9599 |00 and above
BTEC Level 2 Extended Certificate 70-18%9 90199 200 and above
BTEC Level 2 Diploma 340379 380399 400 and above

BTEC Level 3 Certificate

230-249 Mert
250-25%9 Distinction ]
260 and above Distinction * B

=




Evaluation/Feedback

Throughout the course you have the opportunity to comment on
how the course is going for you. You might want to comment in
general or about something more specific. Remember this is
about the course and the content of the course not how your
teacher has dealt with your behaviour. Any comments you make
will help us to improve how we run the course for you.

This can happen in any of three ways

1. You can speak to you teachers during lessons or at any other
time outside of lessons about your work and your progress.

2. You can make a written comment on the Assessment Feedback
Sheet (explained in the Assessment Feedback section) that
your teacher completes when they return marked work to you.

3. You can complete a student voice questionnaire at the end of
the course. Here you can write a more detailed comment about
the work you have produced, the learning experiences you have
had, or how you have progressed in a particular unit of the
course.




Policies

There a number of important policies that exists to help all BTEC
courses to run successfully. The most important ones have been
written for the school specifically and there are some produced by
Edexcel who manage BTECs across the UK.

All policies are available for you to read either on the school
Website or on the Edexcel website. It is important that you read
the main ones and that you ask you teachers and course leaders if
there is anything you do not understand.

Key Policies

1. Quality Assurance — the key parts of this document are to do with how
work is assessed and graded, how the marking is completed by
teachers, how it is monitored and checked, how student work is stored,
and how student progress is monitored throughout the year.

2. Appeals — this document explains what you should do if you feel that
you have been treated unfairly at any stage during the course. This
policy relates directly to your BTEC work specifically. For example you
would need to refer to this policy if you did not agree with the mark you
had been given for a piece of BTEC work.

3. Equal Opportunities — this document explains how the school and
Edexcel make sure that everyone receives the same opportunity on
every BTEC course.

4. Malpractice — this document explains what would happen if a student is
discovered to have cheated or copied work from someone or
somewhere else and is passing it off as their own. Clearly this is a very
serious issue and will not be tolerated by the school or by the Edexcel
examination board.




5. Health and Safety Information— this document explains how the school
recognises and accepts its responsibility to provide a safe and healthy working and
learning environment for staff, pupils and visitors.

All key polices relating to BTEC qualifications can be found at:-

http://strobertofnewminster.co.uk/policies/




Key resources-useful links

School website

This contains all the useful documents
that you might need to use or may need
to read. This includes

. Policy documents

http://www.edexcel.com/quals/firsts/Pa
ges/default.aspx

This is where you can find all the
important information about all current
BTEC First courses. Most useful for
students are the specifications for each
BTEC giving detail on all the units.



http://www.edexcel.com/quals/firsts/Pages/default.aspx�
http://www.edexcel.com/quals/firsts/Pages/default.aspx�
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